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http://apps.leg.wa.gov/rcw/default.aspx?cite=40.14.070
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Washington State Archives
Office of the Secretary of State

Animal Services Records Retention Schedule
Version 1.0 (November 2012)

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS LI DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
AN50-10B-14 | PET LICENSES Retain for 6 years after NON-ARCHIVAL
Rev.0 expiration of license/permit NON-ESSENTIAL
then OPR
Destroy.
AN50-10B-15 | PET OWNER INDEX Retain until obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL
then OFM
Destroy.
AN50-10B-05 | PLACEMENT NOTICE Retain for 2 yealrs aftefend of NON-ARCHIVAL
Rev. 0 calendar.year NON-ESSENTIAL
then OFM
Destroy:
AN50-10B-23 | PREVENTATIVE HEALTH RECORD Retain for 6 years after NON-ARCHIVAL
Rev.0 Form used to document preventative measures (i.e. wormer medication, vaccinations, completion of procedure NON-ESSENTIAL
spay/neuter) applied to animals in shelter prior to adoption. Also used to document then OPR
controlled substances given to animal while at a clinic for liability release for health issues. Destroy.
Includes vaccinations given, date of treatment, controlled substances used, amount, etc.
AN50-10B-06 | RELEASE CERTIFICATE Retain for 2 years after end of NON-ARCHIVAL
Rev. 0 calendar year NON-ESSENTIAL
then OFM
Destroy.
1. ANIMAL Page 6 of 10
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Washington State Archives Animal Services Records Retention Schedule
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INDEX: ARCHIVAL

There are no records series designated as “Archival” in the Animal Services Records Retention Schedule.

INDEX: ESSENTIAL RECORDS

There are no recards series designated as/“Essential” in the Animal Services Records Retention Schedule.

INDEX: DISPOSITION AUTHORITY NUMBERS (DANSs)

ANS50-10B-01.....ccevevvvriiiiiiiiiiiiieene 4 ANS50-10B-05.....ccccvvvviiiiiiiiiiinnen, 6 ANS50-10B-13....ccciiiiiiiiiiiiiiniee, 5 ANS50-10B-19.....ccevviiiiiiiiiiciiieee 5
AN50-10B-02.......cceevvviiiiiiiieieene, 4 AN50-10B-06......cccvevrviiiiiiiiiiiiiene 6 AN50-10B-14.....cccvviiiiiiiiiiieciee 6 AN50-10B-20......cccevviiiiiiiiiiieenn, 4
AN50-10B-03.......ceoovviiiiiiiieieee 5 ANS50-10B-11....oooviiiiiiiiiiiiiciieee 4 AN50-10B-15.....ccciiiiiiiiiiiiicieee 6 AN50-10B-22.....ccviiviiiiiiiiiiiiiice, 5
AN50-10B-04........cooovviiiiiiiicieen, 4 ANS50-10B-12.....coocviiiiiiiiiiiiiniieene 5 AN50-10B-18.....cccviiiiiiiiniiiciiee 4 AN50-10B-23.....cccoeiviiiiiiiiiiien, 6
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Office of the Secretary of State

Animal Services Records Retention Schedule
Version 1.0 (November 2012)

INDEX: SUBJECTS

NOTE: “CORE” refers to the Local Government Common Records Retention Schedule.

A
ACCOUNTING.ceiiiiiiiiiieieiiieiererereeeeeeeeeeeee e eeeeees see CORE
animal complaints/incidents/citations ..................... 4
animal control
diSPOSAl i 4
patrol/pickup requests/reports.......c.ccccueevveennnnne 5

animal services
controlled substances
healthcare......cccovvvviiiiic e b

community relations.......cccceevieeeiniieeiiineenn. see CORE
complaints/citations .... see CORE, Code Enforcement
CONSEIUCTION cceviiiiieieiiiiieieieeeeeeeeeeeeeeee e see CORE
(0] 011 - [o1 £ PP PPPPPPPPPPPPPRE see CORE

controlled substances
animal health

INVENTOTY...eiiiiiiiieierec e

legend drug inventory/logs .....cccoeevevererenennnns 5
fo] e 1= gl (o] o 4 - 4
registration L.k ASa L see CORE,

Authorizations/Certifications — Human
Resources (General)

[egeNd drUES ..ccvvvveeeiiee et
asset management........cccvvviieieniieciieiienenns see CORE
B
benefits (human resources) .......ccceeeeeeeennnes see CORE
o] 1N =Y o Yo o £ USSR 4
Board of Pharmacy registration................... see CORE,

Authorizations/Certifications — Human Resources

(General)
boards/councils/committees.............ccuu...... see CORE
booking cards (animal).......ccccceeeiiiieeeiiiieeciee e, 4
C
code enforcement........ see CORE, Code Enforcement

D
design/construction........ccceevvveeeiveeiveeeneenns see CORE
disposal/disposition

animals (NOLICES)..uuieeiiiiieciiee e, 4
E
executive communications .......cccccevevevevenenens see CORE
F
Federal Drug Enforcement Admin (FDA) ................. 4
financial.......coovieiiiieei e,

fleet/motor pool

G
glossary of terms.......ccoeeevcieeeiciieeecieee e, see CORE
H
humMan resourCes .. cvee e, see CORE
]
inventories .....ccccccii see CORE
controlled substances........ccccvvvevevevevererernrennnnn. 4,5
investigations............... see CORE, Code Enforcement
K
KENNEIS ... 4
L
legal (advice, litigation, legal affairs)
Legend Drug LOg BOOK ......cccvvveviieeeeciiie e
licenses
kennels

| INDEX TO:
SUBJECTS
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M
Mail/delivery ..o, see CORE
MaiNtENANCE ....coeveeieiiiiiieiieeeeeeee, see CORE
MEELINGES covvieeeieieieee e, see CORE
minutes see CORE
N
notices

animal disposal ......... 4

animal placement

INDEX TO:
SUBJECTS

P release certificate ....ccocvvvveeniei i 6
reports
patrols (animal control) anl.mal blt-es .......................................................... 4
payroll officer daily ....cooveveeieiiiii e, 5
PEL HICENSES .vvveeiiiiiieeiie e SEALISHICAl.ovvecsscrrrrerrsssses s nnrne see CORE
S
p:%ﬁ)iir;\{szsgjiement """""""""""""""""" SECUNTY ceiviiiiiiiiiieieiereiereeeeeeererererererererererereren see CORE
PUDIC AISCIOSUTE woovrevvnsrrrnessssnensssnessssnnesnns staff records....veeeeeeiiiiiieeee e, see CORE
statistical reports ......ccooeeeveerieenieenieeneee see CORE
R
records management................... ... see CORE
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For assistance and advice in applying this records retention schedule,
please contact Washington State Archives at:
recordsmanage ment@sosswargov

or contact your Regional Archivist.
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